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SECRETARY TO THE CHI EF OF POLI CE

(Competitive Class)

NATURE OF WORK

This is advanced and highly responsible stenographic and
clerical work in the office of the chief of police.

Wor k i nvol ves t aki ng shorthand di ctation and transcri bi ng notes,
but principle enphasis is upon relieving the chief of police of
a wide variety of admnistrative details and for perform ng
clerical work which involves the nmaking of frequent decisions in
accordance with departnmental policies and practices and the
exerci se of mature, independent judgnent. The enployee of this
class may relay instructions to personnel and make policy
interpretations within prescribed limtations. Wor k invol ves
pl anning and carrying out work assignments with considerable
i ndependence within the laws, rules, and regulations of the
depart nment. New assi gnnments usually consist of statenments of
desired objectives. A superior usually signs inportant
correspondence, but regular work normally is reviewed only for
achi evement of desired results.

| LLUSTRATI VE EXAMPLES OF WORK

(Any one position of this class may not include all duties
listed, nor do listed exanples include all duties which may be
found in positions of this class.)

Takes and transcri bes general and special dictation; conposes
difficult non-routine letters; proofreads and sends out
correspondence; routes incomng nmail and correspondence not
requiring a superior's attention.

Prepares board or commi ssion neeting agendas, attends neetings,
keeps records and namkes notes, prepares draft of mnutes for
adm ni strative review, occasionally takes and transcribes
verbatim m nutes of neetings.

Interviews callers and screens telephone calls; makes and
cancel s appoi ntnents for superior; receives conplaints and
requests for information; answers or routes themfor necessary
action, and conposes and types replies after gathering
informative material .

Gathers source material for the preparation of reports,
articles, speeches, and other matters; assists superior in
editing and writing copy; reads and summarizes reports to
facilitate review by superior.

Conpl etes fornms and reports; mai nt ai ns necessary records and
files; developing systemnodifications as necessary; conputes,

BR 04-02-09



SECPC page 2 of 2

t abul ates, conpares, records, indexes, and perfornms other
routine clerical tasks as an adjunct to other duties.

Supervi ses assistants engaged in nore routine aspects of the
assi gned work; coordinates clerical work of assigned office
with other offices and procedures.

Perfornms rel ated work as required.

REQUI RED TRAI NI NG AND EXPERI ENCE

Graduation froma standard hi gh school or possession of a valid
certificate of equivalency issued by a state departnent of
education including or supplenmented by courses in shorthand and
typing; and five years of progressively responsi bl e experience
in varied stenographic, typing, and clerical work.

NECESSARY SPECI AL REQUI REMENTS

Unl ess otherwi se specified, all requirenents |isted bel ow nust
be net by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Ability to nmeet such specific physical requirenments as nmay be
establi shed by the board and successfully pass any qualifying
exam nation, either oral or witten, that the board may approve.

Must present docunentation indicating, at a mnimum that the
appl i cant has nmet the mninmum high school graduati on
requi renents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunmentation shall include at | east
one of the followng: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess a valid driver’s license.

Must not be | ess than twenty-one (21) years of age.
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